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ABSTRACT 

Intended aainly for internal use, VhJLs laanual 
provides an outline of procedures for library acquisitions at the 
Onirersity of Korth Carolina. There is information on fiscal latters 
rou;ting; request foris; expediting factors; use and usefulness of 
various kinds of catalogs; photocopying; standing orders; ordering 
procedures for second copies, undergraduate library Baterials, and 
the reserve\ reading collection; notifications of availability and 
cancellation; epheaeral aaterials; and procedures for initiating a 
periodical subscription. Soae illustrations of foms and cards are 
included. (LS) 
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1. D I REC T I ON S AND SHORTCUTS 
T 0 B 0 0 K ORDERING 



INtRODUCTIOM 

Ord«ring books in a large unlvt^rsity library is not so easy 
> as one might expuct, \?ut r«d tape Is one of the penalties? th»C^^*U 
large, complex or«anl2at,ians must pay. Hi?wevor» means do exist for 
tutting through the seemingly never-ending rnaJte of red ♦ but these 

4rc J rfuucrit 1 V unknown to indivitfuals who are new to b rdcring. 

«• ' 

iKe purpofiic of thfs ftuide is to answer quef?t*ons and to acquaint suvh 
porfjons with CI) library policies and procedures that have a direct 
bearing v>n academic departmental book order fT, (2) the me- lanics of 
filling out an ^./fder card and submitting it for purchase, and (3) labor- 
»/|vinj^ s-hortcutH that will reduce work and improve stfrvice. Ihib guide 
1ft especially intended for departmental secretaries and stuclents who 
frequently share the responsibilities for chocking dealers' catalogues, 
typing order cards, and maintaining book records. 

"book AND FISCAL MATTERS 

* 

State appropriated funds are allocated at the beginning of each 
acadecjic year by the Administrative Board of the Library, which 
designates the amounts to be made available to ea^h Subject field. 
These fields correspond to the academic diacipllnea and programs 
represented on this campus. The Administrative Board of the Library 
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normally allocates tunUt* for six months Itt order to dintribute the 
<3rderln^ proci?H.H evenly throui^hout the year* tariy ordering wtthtn 
the allocation period in advantag«oui» to the dcpartraent to asjAure th.it 
no funds are >il lowed lap fie. Prv-publ icat lun ri,*quettti> should l»e 
avoided unless the offer in from a reputable publisher and the savings 
on the pre-publication order are significant. Uetaycd publications 
i>ften rcHuIt in les^ ot lunds* 

Ihe "liook Year'* endii on March tUirty-t irfit and any request 
submitted at tor that date is charged againf*t the aUocatiun tor the 
following fiscal year. The Accounting Department of the Library sends 

/monttilv firuuii lai reports to each Departnjental Book Chairman tor ihc 
months^'t" September ihrowf.h Fi-hru.irv .ttui will prv>vidt» infortn.it ion as 
to thf staVi^i ot funds at any time, if requested. Normally, a ten 
percent .*«rtfr encumbrance in .vermltted to cover possible* canct?liatiouH and 
non-roc*" Ipt of orders hetort* iht* **n(**of -v<*ar deadline on March t liirty-t i rnt . 

^Outstanding encucshrancfs from tht* previous year are carried forward 
at tiu' bi!^;lnnin>; of tlie new tlsual year on July tirot. 



* 

Re^iues*tft lor the purchaiie of hooks ar*-* turwarded to the Acquisitions 
Department through the Departmental Book Ctiairman or the Departmental 
Librarian. 



K^gerve book ret^u gftta sihuuld go the Reserve Reading Room, 
"^^Unde r g r aduat e Library. * . 

^^ther f un d ed r e<^u e s t s (except ReserVf Refiding Room) should '.»« 
\ 
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Heat to Acquisitions Dff artmcnt , ^20 Wilson t*brrtry« 
ivpartmvt/*., WtUun library* > 

to tuV ivrViitiii- ii s \ii\d .St'Vi.iis* Divlsi^vii, Wilson Hbrarv. 



«tpr iard^Ts. ihf tiiroe ar* liat^fvi hcr<' with ttu* minir^um tr*>'atjBont 
required hv the. Dop'*^*^"''*'"^^^ book Chairman. 

4i.)Vfc*r.> iii*-* request i^aiu, in. order to Ih» photo^^rapUcJ 
.iH .in order, must h^c* ^h.irp and c!o.ir. Worn tvpcwrttcr 
ribbons, cIo^iKt^ti ^*-*y5»» blui! ink result in faint 
\k^pv ^»r no ^-opv :it all. Anv noi-itii^ns nt-t tvpc^writtcn 
r,tvK»uld m.i.U» In M.iok ink, l'n^;at ist.'iut.ory or unuRtible 
c.irds niuHt hi? rotiirnt'd to ttie or ndt^^-r « Hook Cbaittn.-m 
shvnd.! .MjpfTlv tuna» iocaiiun (Kur Library:), approval 
inltiiUft, .md numhci o! c op itis, it more than uno» 

. Hofnif*^ i »• ,iri1 *^ i» n wh i c h <i r <• paw t cfj j t omt?^ c* 1 .i,£J[^j^.d__t rom 
t r VI t i f o t n . 1 1 1 o oa I ts l^h i U>j;;^raj>H i t* *i . 1 1 s t» i t eras a r e 
iof\i to'tht* iiepartmcntal iiook Chairman by the \ 
Hi bliot^raphic Servit;t>ii StJctlon ia^iu figure one.!) 

$ . I J t*ra_rv at k !onj ^ r c s a P r oo t^l l p s are d i r t r 1 bu t <?d [r t^g^ 1 a r 1 y 
to"the* Dc^Vrtmfntal Book uStirnmn by the Biblli:torAphtc 
*\'rvlce'^ <i-<iicn, (For s^mpU' sen- inside- back cover . ) 
Fund, location, approval, and qa.tiittty arc, of "course, 
nocf«>^.irv to the proct'^ss 1 n^^ 01 lUe request. 
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EXPEDITING FACTORS 
-f*\V- ■" "m *"^*-'* writtest .Sunt bt?low the ttbtary addrcs* 
w>n tUtf rvqufHt v-ara Inuu.ite fipvea in, hduUHng^ but t.hi?rc i» a iilHcrcnce 
m tnt<»rrrot .it ton ot th«» two tcrw?? r- '*RUSH** i« « nignai ttjrro for th*> 
A-"qu tsi t Ions IVpiirtmont and iniilLMtos ttt.it ttu» order ^^hould go out 
inu^fviiiHt'ly Ci> i>btji!\ a w.in^€»a U^rn bofot^e it is ho Id or tp procure a 
pr»?-puM icaL iw-sn ;ivK:inta^*^ . **QriCK** ^-t ert? tu uxpi!d U U'us cataloguing 
.upon rovtupt of M\ itam notidod lor rifrtcrvo or some other cmorf;«Jnv:y. 
*RtSH ANl> <.n;lCK!' wt H i.»xpcdlto thu rvqu^st from hoKlcning t^j end. 
\l Jilt U^u.irian dcAlor*r» wat.ilo^ui- .tccomp.:*nics the request, tt will 
not bf a«'i-^*';ary to^ ^n»Uc4to "Hl'SH" on the rcqwo^t card ijinrc .il! 
jiui ort. r*^ art.' aatom.uicaUy ^ivon rush triiutmcnt. 

A :r." y{ tbv dUi (jataU^j;t*c bciorv ri-'ii"*-* ardt? ^re typed 

will tr^-r.u'ntlv s4Vf ivptn*; ".any v.irdti. Ih<; Ubr.iry ip Uk-ly to »'v»t) 

^ S 
m^inv the titU'« d4^f»tred. l!»c*ro bjve bt»et^ instanLOt; when as blgU 

v-fi-.'f pt»j^-4/tu of the .ardh ,'*ubmUt*-d liavii turned out to be 

dwpU.atfs. AiiT fK>r t ,ir*U t nt-w ho^^ks ,irt ftUfd i^nniediatelv into 

the pui.lii v.u^iloiiuf'. The or.ior f 1 in Atqu U 1 1 ions provides a title 

aprfvJ.t. •» t • l»'-.'K-^.^n ordvr or rec6iv«J unt.ll Such time as all cards are filed. 

' cirdN £?iav be brought directly 

t-^ \. I i'Fi-> LVp.*rtm«'tn . "Rush" and "KeftuKir*' containt'rn 

f or • requftit {? Are provided there. 

jU'.' pu/ ; f.^ ' ».r<^ should he lent to 

ArquMltt m9 until th^ order 1« pieced. (A zequr^i for returu *t\ such 
i'.emn i*f HcfupulouiJi V honored./ 



BEST copv mimii 

A brbtii^^vapri.* wV* twji on the reverse of the request card 
is helpful in speed inj^ the crderinj? prcJcess. This should be the 
reference to ihe jtource lofpnaatlan, i.e., LJiM (^«?^» 12, 1973>,» 
203. p. )9. 

CATAUKUES SUPPLYING If^ONCLUSIVE BIBLIOGRAPHIC DATA 

If poBftible, these should be avoided when ordering new bijoks, 
since it is not always posfiible to detcrmiue whether the itatas «ire 
alr«.<<idy in our collev'tlon* ^ Reprinting is so prevalent that early 
reprinti^d titU*?* m.ty appear to be new editions. Also Bom British dealers 
promote *\iiiericau titles without dejiignating place of publication* (From our 
viewpoint American titles cuxi be obtained more economically here at home.) 

\ 

HRDfcRS FRCYm AT^TIQUARIAN dealer CATALOGUES 

Such orders are divert top priority because this library Is 
competin^i. 111 m.*nv Instances, 'with libraries throughout the country 
for 4 sini^le oopy of a title on a f itst-come-f irst-servc basis* 
C/ttalogues that have been on canpus *for more than one week are prac- 
tically obsolete. AU t|^at will remiiin are thot*^: items that no other 
library .^r private collector is intercsrcu in purchasing* Generally 
speaking, the Library is successful in acquiring only o;xe in four 
titles I rum these catalogues. An important fact to remember is that 
each order returned with "SOLO** means that all the time and «ffort 
spent ordering zhe title was wasted and will have to be repeated 
eventually in ordering a second title. A telephone call or cable by 
th^ Acquisitions DeparUnent can be dispatched to reserve particularly, 
desir«'jble titles. 
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PHOTOCOPYING 



Photocopying of A book in \\Ax\d for the library colUction Is 
trcAtea d: a hook. request . The hook .*nd request card are presented 
, to the A^^quisitions Department office. All photographic orders should 
' specify the type of copyia^ to Iv c or.i . M^^rV ^^Jt^iSS. wf^«ther 
^'MyRCF I LH, negati ve/' "MI CROKILH, positive /^ ^^PK. ""^UM** 
is jieaired, Ihe P^ice ranges t /oa appi^oximately one cent per pa^^e f or 
mlcWfiia negative to about fifteen cents- per page for duplex. /'^ 



STANDING/OI^S FOR 

It volume one o^f a title in a set is ordered* the bepartmen^tal 
Ik^ok Chairman may be assured that the complete work will he received 
a« volumes are published by typing "STANOINC CRDKR" under the Hbr.iry 
address at the top of the request card. 



HOW TO ORDER A SECOND COPY OF A TITLE 

i)n the back of the order card, write instructions to, the <»ffect 

that an added copv. is being requested,. This will prevent the card's 

A \ • ^ 

beins returned to the departnont^for ver if ication and the subsequent dolay. 



HOW TO ORDER FOR THE IWDERGRADUATE LIBRARY 

Books which are purchased primarily for undet^raduate^use may 
ba. ordered for the Undergraduate Library by filling out the otUcP, e^^^ 
adding the location "tX" in the *Tor Library:" space. This^as other 
requests, must have the notation of fund and approval of ehe Departmental 
5ook Chairman, 

A copy of a title ordered for the ralft library may be ordered 
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for V.t, on th«.« sane order c4r3~+M<^'!li;tttinK "2" in "So. Copies" 
spAce and pUcing "Main S. V in tl.e "Var Library;" space. 



\ 

HW TO ORDER FOR I^ESERVE READING COULEdlON 

\ 

Xhv initiiU copy of a book needed t'or the R«? serve Reading Collection 
and not prdi**?ntly in one of the campus libraries is purchased on 
tiepartnentai fund^. .Wditluiial copies, when need$?d» are purchased 
from the Reserve Bi>ok Kundr 

Oeneriiliy, ti;e initial arder card is originated by the Reserve 
Stan *in<i HfiU t..^ the. proiesjior request inj^ the reserve book for his 
Departmental Book c:lv«!nnan*s f?ignature. For asNistance with reserve 
book orders, .-all the Reserve Librarian, Robert H. lU^use Under^^raduatt 
I ibrarv. 



• NOTIFICATION OF AVAIUBIUTY 

Once each week the request cards tor those books which have oeen 
received and catalo^ped are retiimed to the Departmental Book Cha.l|?(6^an . 
with Che hopt? that the person who Initiated the roi^uest will /u^otif led 
that the book has been catalogued and is available. The ^^jp^uest card 
bears the aspi^ned call number, jpr ir^ case of microp^^t,' the microprint 

number • ^y' 

/' 

It is possible to receive notif icairlon of the arrival of any 

/ ' ■' 

book* If such information is requirpd'^ the request card should simply 

s^y, "Notify OA,*' which is understood by the Acquisitions Department 

to mean Notify on JVr^ri^aJ;^. Kurtnermore, if a first chance to take 

the book from the library after cataloguing is needed » ;hc card shouldt 

indicate, "Hold for.../\ The Circulation Department will give notice 

V 
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when the book is available at the Circulation Desk, To make notification 
pogsible in eithor. case* the nam^, teZophone, carrel number, or address 
must appear at the r^ight on the/tront the carU. This intonaation 
may ba supplied^ the ''serii^s" space- 

NOTIFiailON OF CANCELATIONS 

The Acquisitions Department notifies the Departmental Book 
Chairman when it becomes necessary or seerns advisable to cancel any . 
order. Some of the factors in determining cancellations are: 

I. Con»ervation:of funds where unreasonable delay of 

delivery and payment Is evident. 
2» Book Is out of print and unava livable through regular 

channels. ' 
K Dealer cancels for reasons of his determination- • 

A cancellation by Acquisitions should never be construed as 

final. If a search oi t^he out-of-print market is desired, a new 

order shotild be submitted with the appropriate square 'Tnavallabl'i^' 

check9<{ on the back of the card and with the old^r^iuest card clipped 

on/ Sometimes infprmation supplied by the dealer is incorrect. If the 

Chairman can provide evidence that the book is available, the Acquisitions 

Department, given the ^information, will be in a position to press 

with conviction for delivery of the order. 

- EFWERAL MATERIAL 

Requests fojr ephemeral material should be avoidsd- The cost 
of acquiring and cataloguing such material is frequently more than 
1C9 actual value.'' 
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HCW TO INITIATE A NEW PERIODICAL SUBSCRIPTION 

A requoRt for a now perii>dii'al subscription should be placed 
on a Sertal Order, C^rd (tigure tvo), jnd 1£ thv subSk:ript.iou is. to be 
4:harsed to the SerlaJs Funa» 4 Justification Fcrm must accoiapiiny the card. 
These forms arc available from the Library Periodiijals and Serials 
Division. . Instructions on the form should be followed carefully, and the 
Order Card should carrv no approval si^^nature^ 

. 1\y ordt?r a new periodical subscription on departmental funds » 
ude >i SerUl t^rder Card, indicate the fund to be charged, and include 
thf authoriztid signature for that fund. Serial Order Cards should be 
directed to the i;erlals Division in Wilson Library for processing. 

Back issues of a periodical may be requested by indicating on 
thtf' Just tf'lcat Ion Form that the Library should attempt to acquire 
the back file. 
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